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Answers to Frequently Asked Questions REPORTING CHECKLIST
are available on page 12
For questions on using Portfolio Manager, O 1 Collect data on water use and all
contact the Energy Star helpdesk at (1280 O G5 GG 537 U0 i
CBIdioi &é6&lTKizaU TR O 2 Create an account in EPA’s Portfolio
’ Manager

For questions on complying with Boston’s 0 3 Add your property to your account
reporting ordinance, O 4 Enter the size and details of the
email COEUIKYEURUZJOI_ 8RWZRO . IRM., building’s uses

) o ) 5 Set up your energy and water meters
Portfolio Manager help, training webinars, in Portfolio Manager with the correct
and office hours are also available, ) units
at URUZIR(RO868T1eU.£6eUTKWz8UTRN™ GO~ 1énd. O 6 Enter your energy and water use data

. O 7 Run a data quality check
Additional resources and supplementary Y .
. O 8 Add any contextual information
forms are available at
CRIZRO. TR 8CY2 § O 9 Add your Boston Assessing Parcel ID
[0 10 Generate and submit your energy
and water report using the reporting
template.
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W Office Use Edit Name

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices.

Gross Floor Area should include all space within the building(s) including offices, conference rooms and auditoriums, kitchens used by staff, lobbies, fitness
areas for staff, storage areas. stairways, and elevator shafts.

! . Stores smaller than 5,000 square feet should be included with the main office use.

< Temporary
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= 0000000000 0 T al
Number of Workers on Main Shift { J [ Use a default (011‘01}2004 } E ]
- _ S
Percent That Can Be Heated | |=] [ Useadefault [01/01/2004 J == |
= _ pla
Percent That Can Be Cooled { [=] T Use adefault [01/01/2004 | =i
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